
Sun eApp

eSign Process

1.  When you are ready to send the application to the Client 
for signature, click on the Open button.

2.  Next, you will be asked to verify sign or details. Once you 
have verified the email and password:

   a. If the client is with you, select In-person.
   b.  If the client is remote and this is a non face to face 

application, select Remote.

Note: if you have 
more than one 
Client that needs to 
sign, they must have 
a unique mobile 
phone number and 
email address.

3. Then click Send package. 4. You will now see the status changed to “In progress.”
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5.  The Client will receive an email asking them to eSign. Once 
they click on the Sign my documents button in the email, 
they’ll receive a text message with a passcode on their phone.

6.  After the Client receives the passcode, they will click 
Login.

7.  The Client will need to review the consent and click  
Accept to sign the application.

8.  They can now click the arrow tab and go directly to the Sign in 
section or scroll down to verify all the details.
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9.  Once they are at the signature section, they will need to click on 
Click to Sign.

10.  They can now click the arrow tab and go directly to the Sign 
in section or scroll down to verify all the details. They have 
now signed the application and can click Exit.

11.  On the next screen, they can click Download to receive a 
copy of their signed application.

12.  If you still have the application open in Sun eApp and used 
Remote signing, you will need to close and re-open the 
application to see the updated status. Otherwise, you will 
now see the eSign status change to completed. Now you 
can complete the Advisor’s report and Advisor declaration 
to submit the application.
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